EIJPORTAL
Delaware Taxpayer Portal — Sign Up Guide

The following pages outline the steps required to create your Registered User account in
the Portal.

Your Registered User account can be independently maintained and updated within the
portal. Once your account is created, you will need to link to your respective Taxpayer
Entity as either an Administrator or Authorized User.

Create a Portal Account

1 Click on “Register Now” from the Portal homepage

Click here to access the Portal homepage, then navigate to the “Register Now” link.

Member Sign In

If you don't have a Delaware Taxpayer Portal

Account] register now.

User ID

Password

Sign In

Forgot User ID? Forgot password?
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2 Review and accept the Terms of Use

In order to create an account, each User must agree to the Portal Terms of Use. Please
review the Terms of Use, select the checkbox stating you agree to the Terms, and select the
“I’'m not a robot” checkbox validation. Once completed, click “Next” to continue.
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Register for Secure Services

pt the Usage Terms below and set
2n signing in for

Ifyou are a registered business in the State of Delaware and would like to register to use the
Up & new User Brofile. After co tration of your pertal account, you will re

the first time, you will need to set y Questions which you will need if you ever

vare Taxpayer Online Portal, you must &
e an email with a temporary password and sign in instructio
our password.

£

he registration process and view your authorized accounts, you will need to know your FEIN or SSM and hawve your Portal Identification Number (PIN), which you
eived in a letter from the Division of Revenue. If you have not received your PIN, please contact us,

Please scroll down the Tax Portal Usage Terms section to accept the Terms and Conditions.

* indicates required field

Tax Portal Usage Terms

Confidentiality

The State of Delaware (“State™) and DOR are commitied to respecting Users’ privacy and security. Unless federal or state law authorizes disclosure, information provided by User
through the Portal, including personally identifiable information (*PII") or State Tax Information (*STI"), shall remain confidenfial. Confidential information shall not be disclosed except as
permitted pursuant to applicable Delaware law.

Use by Taxpayers in Good Standing

The Portal is intended to be used by taxpayers in goed standing. 17 the renewal or issuance of any permit, license or other state tax document has been suspended or denied by DOR,
the use of the Portal to circumvent that ion or denial il intentional misuse of the Portal. Any permit, license or other state tax document procured through the Portal
contrary to law is invalid and dees not bind the State.

Disclaimer of Liability

Neither DOR nor any of its employees or agents will be liable for any improper or incorrect use of the information described or contained in the Portal. Neither DOR nor any of its
employees or agents assume responsibility for anyone's use of such information. In no event will DOR or any DOR employees or agents be liable for any direct, indirect, incidental,
special, exemplary, or conseguentiial damages (including, but not limited to, procurement or subslituie goods or services; loss of use, data, or profits; or buginess interruption) however
caused and on any theory of liability, whether in confract, strict iability, or tort (including negligence or otherwise) arising in any way out of the use of this system, even if advised of the
possibility of such damage. This disclaimer of liability applies to any damages or injury, including but not limited to these caused by any failure of performance, error, omission,
interruption, deletion, defect, delay in cperation or fransmission, computer virus, communication line failure, theft or destruction or unauthorized access to, alteration of, or use of record, ™

I'm not a robat -
reCAF
sy

Cancel Next
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Enter your User information to create your profile. Fields marked with an * are required.
Once completed, click “Next” to continue.

3 Enter your account details for your new Portal profile

This information can be updated and maintained within your Registered User account after
registration.
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Register for Secure Services

Progress 0%
Enter information to register as a Portal User and to obtain login information
This will allow you to login and perform transactions
If you exit this application prior to submission your information will not be saved.
* indicates required field
User Information
* First Mame |First name * Proposed User ID
* Last Name Last name * Daytime Phone JOOE XXX XXX
Position Extension
Mohbile Phone HOOK XK XHXK
* Email emaillD@email.com
* Confirm Email emaillD@email.com



Wliis,,

Review the declaration to agree that the information provided is accurate and reflects who
you are. Select “Yes” to confirm agreement and continue, or “No” if any updates or changes
are required before confirming.
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4 Complete the declaration and confirmation

Register for Secure Services - Signature

Progress 50%

The undersigned expressly acknowledges that | am authorized to register as a Portal User.
Please select the "Yes" button if you agree. Select the "No” button to cancel this submission and go back to the previous page,

o

A Registration Confirmation will be displayed confirming your registration was successful. An
email with a temporary password is sent to the email address provided in step 3.
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Register for Secure Services

Registration Confirmation

»n has been confirmed. Your confirmation number is TUDD0O00000183. Please record this number for your rec print this p

ng an email shortly with instructions on how to log on and ecure information and senvices. If you do not

The temporary password provided must be used within 24 hours. After 24 hours have passed,
the password will expire, and you will be prompted to contact the Division of Revenue for
support to reset the temporary password.
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5 Retrieve your temporary password from the confirmation email and login

From the email, click on the link to login. On the Portal homepage, enter the User ID
created in step 3 and the temporary password provided.

For security purposes, copying and pasting the temporary password is not available. Please
manually type in the temporary password.
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Thank you for registering as a User on the Portal.

Your Registration confirmation number is TUDDDD0000183

Your UserID is_

Below is a temporary password that may be used once up to 7 days from when this email was sent. Upon logging in for the first time, you will be prompted to change your password.

Please click on the following link to login: Login

If you require further assistance,Please contact the Help desk.

6 Create your security questions

After logging in using your temporary password, you will be prompted to set three security
guestions for your account. These questions will be used to validate your identification
should you need to reset a password, etc. Once completed, click “Save” to continue.
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Enroliment - Security Questions

Thank you for registering for the web porta

Az partoftne sign Up procass, please s2lect and anIwer 3 secUnity guestions pelow. Thase guestions will be uzed for security verification.
* indicates required field
* Security Question #1 v * Question #1 Answer Security Question #1 Answer
* Security Question #2 v * Question #2 Answar Security Question #2 Answer
* Security Question #3 v * Question #3 Answer Security Question #3 Answer

Save
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7 Change your password

You will now be prompted to create a new password. Your current password is the
temporary password included in the email from step 5. Create a new password using the
defined criteria and select “Save”.
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Change Password

Thank you for registering for the web portal. Please enter and confirm & new password below. New passwords must be at least 10 characters long and contain an upper
case, lower case, number and special character |@#5%"&*?_~()-.

* Current Password |

* New Password

* Confirm New Password

Save

After selecting “Save”, you will see a message stating the password has been saved (if your
password does not meet the criteria, you will be prompted to try again).

DELAWARE
.IIJ TAXPAYER Search Q
E PORTAL

Change Password

The password was changed successfully. Please select Continue to login with the new password.




Wliis,,

8 Signinto your account

You may now sign in to your account using your User ID and new password.
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Member Sign In

User ID

Password

Sign In

8| Forgot User ID? Forgot password?

™ New User?

Create a New User

Guest Payments

Make a payment

You have now successfully created a Registered User account on the portal!
Thank you for following along.




